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1971 I To Date 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

Warehouse Rece i p t  F i  I es 

INSTRUCTIONS: See Publidtion No. 76-EM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Geoigia, 30334, 

Georgia Por ts  A u t h o r i t y  
Operations D i v i s i o n  
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

2 Person to Cantact Working Title Telephone Number 
Sandra Jones 

3. Action Requested 

Operat ions Manager 964-1721, 289 

a. 
b. 

0 Estaoiisn Retention sdredulp; record will continue to accumulate. 
0 Dispose of present accumuhon ;  no further accumulation anticipated. 

3. Monthly Referenca Rate How often are records referred to which are: 
3-4 One to six months old Da I . Seven to twelve months old 6-7 ; Thirteen to twentyfour mon:hs old 

twenty-five months and older 1 7 

; Shelves ; Other (specify) 
a Letter-size drawers ; Cegal-size drawers 2 

- 

I 
c. B Amend Application No. 97 Checkone: 0 Chanqa; 0 Supercede: 0 Void 

4. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by tide used in offlce; if different) 

lnduded are: Copies of r e c e i p t s  f o r  cargo moved i n t o  and maintained i n  t h e  warehouses 
and r e l a t e d  correspondence. 

File is arranged: Alphabet ica l  l y  by astomer.  



recorded in a summarized repon? 

11. Retention Raquirementr The following requires the series to be kept: 

t a. State Law years. d. Audit period years. 
years. e. Administrati- need years. 

c. Federal law years. f. Federal retention instructions yean. 

b. Statute of limitation 7 

Attach copy or excerpt of laws or regulations. Explain administrative need., 
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12. Aowved , Di&rition Instructions, This agency racom&ndr that the file series be cut otf at thb &d of each.: 
0 Calendar Year.; d FisCai Year: $! 'Other ~ 6 wh,~ , - ,  .~ - .  then, , ' 

: I  

~ ~. 
I .  . . .  - , - !  . .  - 

i .  . 

a Hold in the current files area month(;) . 1  - -  year(& ihen 
iY Transfer to local holding area, hold 2 year($); then t r a n s f e r .  t o .  dead ~~ - storage, . .  ho I d 4 years; 

~ c) Transfer to State Records Center: hold yearbl; then 

-0 Other (Specify) . ~ , .  
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1 ~ B Destroy. 
1 ~ 0 Transfer to State Archives for pefrnanent . .  reiention. . ~ .  

1 -  . -  , , 

1 , '  - , ,  . .  

These instructions apply to al l  prior and future accumulations of the series. 

Agencv HeadlDesignee (Signature) I -  Date I Rewrdr Management Officer /Signature) ! Date , , n 

3ecommendations in para- 
raph 12 are approved. 
'If disappmusd, attach letter 
rf explanation.) 


